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Overview

The ADSA (Aging & Disability Services Administration)Veb Access is a systendesignedo
supportCountyservices fothe DevelopmentaDisabilitiesAdministration(DDA) clients
Please note that ADSA is now known as ALTSA (Aging and TemngAdministratior).

ADSA Web Access (AWA):

)l
T

Offers a consistent and reliable interaction @ountiesstatewide

Provides a Countycomection to specific aread CARE (Comprehensive Assessment
Reporting & Evaluation) application

Collecs more information from Providers to monitor quality.
Automates the billing and service authorization processes
Connects td’roviderOndor paymentProvideOne is a modernna efficient payment system

that provides timely payment, reduces payment errors and fraud, and maximizes federal
matching dollars.

About this Workbook:

This workbook provides exercises to get you up and running quockBWA. The exercises are
selfpaced and designed to first tell you about a course of action, and then give you an opportunity
to try it, stepby-step.

Help:

Please direct all questions about the AWA system toAh&SA Help Desk at:

0 Inthe Olympia Area360-7252460
o0 Statewide: 1800-8184024
0 E-mail: ALTSAHelpdesk@dshs.wa.gov

When you contact th&LTSA Help Desk you will receive a response within 24 hours and will be
given a tracking number. All contacts will be tracked in a database to ensure a re$®lutio
established.

Pleasesee thd.ogin i Securityinformationon page 6 ofhis manualfor additional information
about logging in for the first time

Pleaseurn to the next page to get started.



Get Started

Web Browser 1 Get Around i Quick Review

Launch the browser:
Launchyour web browseas you normally do

Menusand Links:

For InternetExplorer11 or Firefox

e m https://awa.dshs wa.gov/ P-G0C | m awa.dshs.wa.gov

AWA ADSAWeb Access Application

Navigation Buttons:

1 Thef Ho r - lutton returs youto themain page all browsers
T The i EQ buttan returs youto the previous pas)i all browsers

Launch ADSA Web Access

Enter the ADSA Web Access addresgps://awa.dshs.wa.gov/

Tip if you have problems viewing informatidnCMIS screens are getting aff - you can

always change yw view through a couple dquick keyboard combinations:

1 Hold CTRL and press+ to increase text siZeall browsers
1 Hold CTRL and press- to decrease text sizeall browsers

Please turn to the next page for information on holedm.


https://awa.dshs.wa.gov/

Login
The ADSA Web Access is a sitendhe web where many users can access data. There are several
other group¥esides Counties who need limited access to client data. Some of these péople wil

use the same ADSA Web Access; howetleir security group will onlallow access tthe
specifc site they need.

Prior to Login you need to obtain you Username and Passworthg®LTSA Helpdesk Eee
page4 for contact information).

1. Pleasetypein yourusername.

2. Enterthe Password argklectAWA Countyor the domai andclick Login.

Sign in to AWA

Please log in to your ADSA Web
Access account:

Username:

Password:

Select a Domain:

v

3. Pul downthe County menu angeeyour Countys).
4. Click Continue The Work List will be displayed.

5. Notice the upper right corner of the screen. You will see your Username and the County
where you are logged in. You will alsee &Help link.

6. Click the Help link and explore it now(Close when you are finishgd.

Please turn to the next page for information on login security.



Login - Security

Webve i mplemented SSL (Secure Sockikmaketheayer )
web site moresecure by preventing others from gaining access to sensitive private information.
Internet Explorer needs to be configured for the ADSA Web Accesmtihe SSL will work

smoothly.

Internet Explorer 11:
When you first go to th website, you will see éfollowing dialogue box:

@ @ https://adsawebaccess.dshs.wa.gov/ P~a :g;‘ Certificate Error: Navigation...
a/] There is a problem with this website’s security certificate.

The security certificate presented by this website was issued for a different website's address.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.

We recommend that you close this webpage and do not continue to this website.
@ Click here to close this webpage.

& Continue to this website (not recommended).

= More information

You see this error message because I E 11 has
security certificate is signed by a valid third party organization. IE 11 does not understanel that w
(like many small organ&tions that exist today) sign our own security certificate.

You will have to specifically tell IE 1ithatADSA Web Access is a trusted site.

Please turn to the next page for more information on login security.



Login i Security continued

1. Toresolvethisclicki Cont i nue to this website (not rec

2. When ADSA Web Access is displayatickon t he box with the word

Erroro; it shoul dXheatwat. Apopupevil appelari el d wi t h a
e i/l = https://adsawebaccess.dshswa.gov/ O ~ € Certificate error & # adsawebaccess.dshs.wa.gov

'!3' Mismatched Address A

AWA ADSAWebA ¥
The security certificate presented by this
website was issued for a different website's
address,
This problem might indicate an atternpt to

Sign in to AWA fool you or intercept any data you send to

the server.

Please log in to your AD|

A == 3 e We recommend that you close this webpage.

About certificate errors

Username:
View certificates

Password:
Questions?

Contact an ADSA Web
Access expert:

G e ADSA WEB ACCESS

Help

Change Your Passw ord or Edit
Y our Worker Profie

Forgot v

Woraar

3. Click View Certificatesthe Certificate will appear.

4. Clickt he Al nstall C dallawithe Wizaadb iastall thewcértifiaate. , and

Please turn to the next page for more information on login security.



Login i Security continued

Firefox:
For Firefox, you willsee the following warning when you first access the site:
_ - o X
(B Insecure Connection ® 4+
€ O https://adsawebaccess.dshs.wa.gov c Search ﬁ’ B ¥ & 9 =

/ Your connection Is not secure

The owner of adsawebaccess.dshs.wa.gov has configured their website improperly. To protect your information from
being stolen, Firefox has not connected to this website.

Learn more...

Report errors like this to help Mozilla identify and block malicious sites

1. Click the Advanced button.
2. Clickt he Add Exceptioné button that appears b

3. Click the Confirm Security Exception button in the resulting dialog box to complete
importing the certificate.

If you are using a different browser and you have questions, please contact your IT support
person, or contact theL TSA IT Helpdesk

Please turn to the next page for an overvéwhe Work List.


mailto:altsahelpdesk@dshs.wa.gov

Work Listi Get Started

Overview

The Work Listdisplaysnotices andurrent activities about the status of referrals and
authorizations. The Work List is dynamic and changes daily as work is performed.

The initial information in th&Vork List comes directlyrbm clientinformation entered into
CARE (Comprehensive Assessment Reporting & EvaluabigriheDDA CaseManager.

AWA Work List Tickler Client Hilling Providers Data Transfer Reports

Export to Bxcel
Referral - Approved, Pending Authorization

Referral - Pending County Review Referral - Recently Withdraw n

# Request Date Client Nam e Ser| Authorization - Recently Approved
Authorization - Recent RAC or Fund Source Change
Authorization - To-Date in Next 30 Days

Authorization - To-Date in Past 30 Days

The Work List provides a method to manage theeview/approval processeslow.

Look at the items in the Wak List:
1. Pull downthe mem andselecteach choice to see the differdsts.
Choices include:
Referrali PendingCounty Review
Referrali Approved, Pending Authorization
Referrali Recently Withdrawn
Authorizationi Recently Approved
Authorizationi RecentRAC orFund Source Change
Authorizationi To-Date in Next 30 Days
Authorizationi To-Date in Past 30 Days

@roaoop

2. Retunt o A RePemdiang Co uwhdényou Rre finishedv 0

To Sort anylist:
3. Click a column header and the list witirs by that column. (Cliclagain and the sort will
goin the opposite order.)

Turn to the next page fwractice navigatinghrough the Referralis Pending County Review
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Work List

Referral T Pending County Review

TheDDA Case Managewill enterCountyreferralsinto CARE. When theCase Manager
completeghe informatiorand mar ks the status as fAPending C¢
to theAWA Work List.

AWA Work List Tickler Client Billing Providers Data Transfer Reports

H Export to Bxcel | l Referral - Pending County Review v

Referral - Pending County Review

# RequestDate Client Name Service e RAC
1 04/09/2021 Test. Client Child Development Services 3920 - State Funded Child Development Svs

The Service County will deny or approve the referral. When the County finalizef¢hal, the
DDA Case Manger willreceive@T i ¢ k | er 0 thahtke rafeerat is reatlyafor
authorization or withdrawal.

If you click on aRequest @teor Client Name a screen detailing the County ServiReferral
Request will be displayed.

Try it
1. Clickonaclienbs r equoremame dat e

The Referral Requesethil screen will be displayedWe will work with this screen
next!) Note Once you ar e | oyokhave gxited the Vdorkdist.i ent 0 s

2. ClicktheWork List tabto return to the Work List.
Note: You have now exited the Referral Request and are back on the Work List.

3. Letds | odlhatosa @l icé n tad Rendirfg Caunty Reves.f er r a l

Turn to the next pag®r information abouthe Referral Requetdetail screen.
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Referral Request Detail Screen Overview

The Referral Request detaitieenis dividedinto three (3) sections. The top secti@ounty
ServiceReferral0 is populated from th€ARE applicaion that theDDA Case Manager
completes ands view only

When you viewthe Referral Requesktail screeryou will seelinkst ot

screens (Left columnVe will explore these screens later).
The Resident County Response section is auto populated with information abowt tine cb s
residence.This is informational only.

he

crhatioent 6 s

AWA

Demographics
Overview

Client Contact
Residence History
Callateral Contact
County Service Auth
Employment Outcome

Work List

Client Search = County Service Referral

Referral Request

Request Date:
021102017

Client Nam e:

Service Type:
Individual Employ ment

RAC:

3602 - Basic Plus Waiver
Resident County Response
County: Response:
King

Comments:

Tickler | Client

Billing | Providers

Data Transfer

Residence County:

King

Provider:
Provail

Reports

Service County:

King

Tentative Start Date:
03/01/2017

are finished.

You can print this document to use as a planning tool when you are talking with the Provide
Click the Print buttonat the bottom of the screiemPDF document will open. (Close when you

=

Turn to the next paget f i

nal i z

e

t

he

c |

ent 6s

referral

12
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Finalize the Referral Request

Sample genario:

Our client is &1-yearold student. The clientrecently graduated from school and is transitioning
to adult services with a new joff.he clienthas been referred an Individual Employment
Provider. Provider had determintgthtthey will be supporting this clientlhoursimonth.

1. You should be viewing your clientds Referr
2. Scrolldownto the Service Countydgponse section.

3. Entertheinformation into the fields. TIP: You can click into the next field, or press the
[Tab] key to jump.

4. 1 f you ent e rfirsttybuewill BeR that omenitenesaurn red and you will
receive a fASyst enedflitbls €rangge the Redse 10 be blarduedu i r
continue

Service County Response

County: Response:*
King | V.

Service Type: Provider: Planned Start Date:
Individual Employment | W

Unit Type: Max Units / Month: Max Rate / Unit:
Haour 5

Comments:

Processing Status: Authorization Exists
Pending County Response W

Frint Save Cancel

5, Enter the APl anned Sthantthe didteet aitti vea sn atr t
by the Case Manager.

6. The Unit Type will auto populate based on the selected Service Type.

13



10.Make sure to o 0 sAgpréivedo

Turn o the next page to continaen overview on finalizing the cl
7. Confirm the Cas&laragetts chosen Provider by selecting the same one.
Note If you know something about this provigéke they areat capacity reject the
referraland make @omment to the Case Managén.fact, if younotice any errors, like
the service typ étedera tharddral and make aacpnpment tp the
Case Manager.
Enter the Maxi mum uni ts i fhisaepresentsthesewr i Ma x

hours a client can expect to receive from the service provider in a month.

Enter the Maximununit rateo r
Countyods

i Ma x RThis €hould ba congistent with your
Ratand FeecbSoaomeduulediosdno t he AUNi t

for
Status The request can now be processed.

t hha n Wiedizedon sfeor t he Pr oc

Here is an example of a referraehdy to be finalized

Service County Response

Planned Start Date:*

04/01/2021

County: Response:*

King | Approved v |

Service Type: Provider:*

Individual Highline College v
Employment

Unit Type: Max Units / Month:* Max Rate / Unit:*

Hour 12 $75

Comments:

Client works at the City of Fife.

Processing Status:
Finalized v

When the Service County changes the ProcessingsStatu o

Case Manager will be notified the next day.

NOTE: The

Turn to the next page to continue an overview on finalizing thetcléers

i Pl wilhbeelde Sdar aubDatéebr om Dat eo

Authorization Exists

AFi nalbiPRARtimaryt he c |
on t
referral reque

14



Save the Referral Request

The button is | i k &wilhcancdlall thedentdesbut t on.

)l
T

If the screenisviewonly, he AdE XAt h oxr i wilbbe checked This means

thatthe requestvas previouslyiinalized and amuthorization akady created.

fDDAhas withdrawn the request, the AProcess
and the screen will be view only.

Click the [ button.

You will be returned to the Work List.

l

Once you have finalizeaindsaved the referral regst, it will be dropped from the
ARef BRPemalli ng County R(&ookattdWoWdisttosee.) st .

The DDA PrimaryCase Managewill thenauthorize or withdraw this approved request
CARE

The request is added thefi Re f EAppravédPendi ng Aut hori zationo

Turn the page to see whatase manager views the CARE for Referras/ Authorizations.

15



Work List

DDA Case Manager Client Referral / Authorization Screen

DDA Case Managers use s$hiCounty Referrals/Authoions screem CARE to process both
referral requests and authorizatioriis is what a Casélangersees:

Referral Request
Date Service Type Status Response Auth
02/10/2017 Individual Employment Withdrawn U
06/23/2016 Individual Employment Finalized Approved
Process
Authorization
Auth Number Service Type Provider Name From To
Individual Employment |Provail 107/07/2016 06/30/2017
\Child Development Services Kindering Center 06/16/1997 111211997

Turn to the next page to look at the ReferrAlpproved, Pending Authorization.

16




Work List

Referral T Approved Pending Authorization

AAproved, Pendi ng Au th& bave beea approvedsand a® m énalizeel f er r a
status. When you finalize a referral requestDB& Case Manager will receive a tickligre next
dayin CARE. Clients will remain orthis listuntil the referrarequest has been withdrawn, or an
authorization has been created.

1. Click the Work List tab.

2. Pull downthe Work List menuchoosel Re f eApprevédPendi ng Aut hori za

AWA | Work List l Tickler I Client ‘ Billing | Providers | Data Transfer l Reports I

| Referral - Approved, Pending Authorezation v
Referral - Approved, Pending Authorization
# Rﬂue:t;m Client Name Service Type RAC

1 12152016 Individualized Technical Assistance 3604 - Community Protection Waiver
2 12122014 Individual Employ ment 3604 - Community Protection Waiver
3 121172015 Child Development Services 3920 - State Funded Child Development Sy

NOTE: Cl i cki ng owilrageest tafesl returm yoe to the Refeal Requestetall
screen (Click the Back button on your browser to return to your place in the Work List.)

Referral i Recently Withdrawn

If DDA withdraws the referral, thequeswill be removed fronthe Approved, Pending
Authorizationlistandpla ed on t H®eiGRat éyr & tdiedalsanvthisdst | i st .
have a status of Awithdrawno within the | ast
thirty (30) days. They will be removed from this kdter that time.

1. Pull downthe Work List menuchooséi Re f eRe@dnt |y Wit hdrawno.

[ Referral - Recently Witharaw n v |‘
Referral - Recently Withdraw n ‘
# Request Date Client Name Service Type RAC

1 0242017 Child Development Services 3920 - State Funded Child Development Svs
2 01252017 Individual Employ ment 3919 - State Funded Adulk Employment or D

Turn © the next page to look at theithorizationi Recently Approved.

17



Work List

Authorization i Recently Approved

OnceDDA has authorized the servidhe referal will be removed fronthe Approved, Pending
Authorizationlistand pl aced on itRlee emA U tyh AArRpceailywApaioved | i st .
authorizations are those that have been completed within the last thirty (30) days. Clients will
remain on trs list for thirty (30) days They will be removed from this list after that time.

1. Returntothe Work List,choosei Aut horiReatnbhy Approvedo.

|Auth0rizati0n — Recently Approved ||
Authorization - Recenthy Approved
# Auth Humber Semnvice Type From Date  To Date Client Hame Provider Name
Note:it h e n u mbAuth Numbeot kew |l umn i s a | i nk.

2. Click thefAuth Numbeobto go to theCountyService Authorization etél screen
This screerns view only.

Service Type:
Individual Employ ment

Provider Name: Provider Num ber:
PROVAIL P337012
Address:
3670 Stone Way N
City: State: Zip:
SEATTLE WA 96103
Autherization Period
From Date: To Date:
02/28/2017 0930207
RACs Funding
RAC Start End Source Start End

3602 - Basic Flus Walver 02/28/2017  09/30r2017

Status

Open

NOTE: Each Authorizatin is now required to have anddate. The endale (To Date) can be
extendedor one year at a time, with the exception of chiévelopmens er vi ces . DalTd @

for child developmet ser vi ces wi | | auto popul até& wlith t
birthdate.

Turn to the next page to view the AuthorizatioRecent Funding Source Charlgge.

18



Work List

Authorization i Recent Recipient Aid Category (RAC) or Fund Source
Change

AfRecRAGOrFund Source Changeo records are author |
RAC Start Date within the last thirty (30) days. The dates are recorded iR&(@stable.

Clients will remain on this list for tity (30) days. They wilbe removed from this list after that

time.

1. Returntothe Work List;choosef Aut horfiReaenbnFunding Source

. Export to Excel |Aulh0r'zatbn— Recent RAC or Fund Source Change W
Authorization - Recent RAC or Fund Source Change
# Auth Num ber Service Type From Date  To Date Client Name Provider Name Closed

1 Individual Employ ment 10/312015 022822017 Work Opportunities
2 Individual Employment 07/01/2015  06/30/2017 Work Opportunities

2. Click the authorization number to go to emeService Authorization detail screen.
TheRAC tabledisplays funding historyral shows the start date for eachding source

for this service Note: The AFundingo table shows a
January 1, 2016.

Authorization Period

From Date: To Date:

10/31/2015 02/28/2017

RACS Funding

RAC Start End Source Start End

3919 - State Funded Adult | B+ 10/31/2015
Employ ment or Day 10/01/2016  02/282017
3602 - Basic Plus Waiver 06/01/2016  09/30/201¢
3602 - Basic Plus Waiver 10/31/2015  05/31/201¢

Turn to the next pagieToDatein NextS8MWD atyhsed fidpourtkh oLr i z a't

19



Work List

Authorization i To Date in Next 30 Days

T h e 0 Toon iNkeat 30dDay® s ¢ r eaethorizétions wittail T o Oend datejvithin
the next thirty (30) days. Clients will remain on this list for thirty (30) days. Withide8/s you
must renew thewthorization or it will be removed from this list agd to theDate in Past 30
Days

1. Returntothe Work List,choosei Aut horiEmdt Dahe in 30 Dayso.

AWA o WorkList | Tickler | Clent | Billing | Providers | DataTransfer | Reports |
COUNTY

Export o Bxcel | | Authorzation - To-Date In Next 30 Days v

(Authorization - To-Date in Next 30 Days

# Auth Number Service Type From Date  To Date Client Name Provider Name Closed
i Incividual Employment 06/M20M4 027260207 AT WORK
8 Individual Employment 07/012016  02/282017 AT WORK ’
Crild Development Client Name
9 i 08/22/72016  02/282017 LITTLE RED SCHOOL HOUSE
Services
i) Community Access 07/2012  02/282017 COMM TRADES/CAREERS

NOTE: Clicking the authorization number will take you to sheneService Authorization deila
screen.

Turn © the next page to look at tAeithorization’ To Date in Past 30 Days

20



Work List
Authorization i To Date in Past 30 Days

Aut hori zations with a fATo Dabtlieted Qlients will emaih he | a
on this list for thirty (30) days. They will be removed from this list after that time.

1. Returntothe Work List;choosel Au t h o To Dat tn Past830 Dags.

AWA | Workist | Tickler | Client | Biling | Providers | DataTranster | Reports

Export to Excel | Authorzation - To-Date in Past 30 Days v

Authorization - To-Date in Past 30 Days
# Auth Number Service Type From Date To Date Client Name Provider Name Closed

52 W navicual Empioyment  01/31/2014 017312017 PROVALL
A
53 5678 Group Supported 01/06/2014  01/31/2017 Lighthouse for the Bind
Employ ment
54 ndividual Employment  07/012006  01/3172017 COMM TRADES/CAREERS

Note:he A To Da-tdoaotpagaier thisale!

You have finishedavith the Work Lists.

Turn to the next page fwracticesearcimg for a client
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Client

Search

The Search function will retrieve clients currently or previously living in the County, (active and
inactive) wth a referral or authorizin.

1. Selecthe Client tab.

2. Enteryour search criteria into one (or more) of the fields, diwtt Search.
Note You can enter a partial last name or a partial first name. The SSN and ADSA ID
fields will require exact makes.

3. Sortthe columns bylicking in the column header if the list is long.

4. To view thedcickhihentcds emedesr chame and his/ her
displayed.

TIP: There are two ways to return to the search screen.

(1) Return toyour search listClick the bak button and you will be returned
to your search listView another client from the list.

(2)Noti ce the ACI i etoptoftieéethgolanmp | i nk (at th
Click to return to a blank screen

Turn to the next pag®er a quck overview of theDemogrghics screen
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